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Purpose 
  

The purpose of this procedure is to detail how KWETB ensures that appropriate decisions 
are taken with regard to outcome of assessment, verification and authentication in relation 
to approving of results for six certification periods. 
 

Scope 
 

This procedure applies to all FET Provision and FET Provision-Second Providers.  There is an 

integrated single policy, with integrated procedures for FET Provision and FET Provision-

Second Providers in sections; 

• Preparing for Results Approval Meeting   

• Conducting the Results Approval Meeting 

• Concluding the Results Approval Meeting 
 
 

 
 
 
 
 
 
 



Procedure – 1.3.12 Results Approval Process  
 

Preparing for Results Approval Meeting (RAP):  

1 The designated person with responsibility for QA authentication / TSO should issue 
dates for RAP meetings.   
 
The designated person with responsibility for QA authentication / TSO should 
schedule certification dates within the Certification schedule and should share with 
centres/second providers (Contracted and Community). 
 
The designated person with responsibility for QA authentication should ensure that 
RAP dates are available on QA site. 
 

2 All RAP meetings for FET Provision and FET Provision–Second Providers take place 
online through MS teams.  The QA/TSO office should share the date/time invitation 
to all RAP members. 
 
For FET provision, the designated person with responsibility for QA authentication 
should extend invitation to: 

• Director of FET 

• AEOs 

• Co-ordinator or nominated person from centres submitting for certification. 
 
For FET Provision-Second Providers, the TSO person responsible should extend 
invitation to: 

• TSO 

• ATSO 

• Training Services Manager 

• Head of Quality (RAP Chair) 
 

3 For FET Provision, there should be a representative from each centre submitting for 
certification.   
 

4 For FET Provision, the designated person with responsibility for QA authentication 
should share the following documentation through OneDrive with all RAP 
participants.  The folders should be uploaded to shared teams RAP site. 

• RAP Agenda 

• Summary of centres/schools submitting (FET Provision) 

• Summary of grades achieved 

• Summary of External Authenticators assigned 

• Internal Verification reports 

• External Authentication reports  

• Results for approval 
(the above documentation should be taken as read for the RAP meeting) 

 

5 For FET Provision, the Co-ordinator should prepare: 



• A short salient summary of key points from their IV reports. 

• A summary of EA reports to include areas of good practice, identification of 
concerns, recommendations. 

 
 

Conducting the Results Approval Meeting:  

1 For FET Provision-Second Providers, the RAP meeting should be chaired by either the 
Director of FET or Training Services Manager or AEO.  
 
For FET Provision, the RAP meeting should be chaired by either the Director of FET or 
AEO. 
The role of the Chairperson: 

• The Chairperson should ensure that the quorum (tbc) is present before 
commencing the RAP meeting. 

• The Chairperson should open the RAP meeting and the Agenda presented. 

• The Chairperson should ensure that the meeting functions effectively and 
efficiently. 

• The Chairperson should ensure that decisions are taken in the context of the 
requirements of the awarding body and KWETB policies and procedures. 

• The Chairperson should cast the final vote where consensus cannot be 
reached. 

• The Chairperson should ensure that all RAP attendees are aware of the 
operational procedures which include:  

• The proceedings of the RAP are confidential.  
• The identity of learners should not be disclosed during the RAP process.  
• The RAP may recommend actions to be made to KWETB quality assurance 
procedures.  
• Decisions and recommendations should only be made on the evidence and 
information provided to the RAP.  
• Requirements of the awarding body and KWETB’s assessment procedures 
must be observed during all RAP proceedings.  

 

2 For FET Provision-Second Providers,  

• The TSO should be present at RAP to discuss the number and range of awards 
being presented to the RAP. 

• The TSO should be present at RAP to discuss any issues raised by the EA. 
 
For FET provision,  

• The designated person with responsibility for QA authentication should take 
minutes of RAP meeting. 

• The designated person with responsibility for QA authentication should 
present to RAP:  
o Record of centres and number portfolios submitted for certification 
o Record of grades to evidence approval of results 
o Presentation of results submitted for approval 
o Record of assignment adapted/CAS modifications 



 

3 The Chairperson should open the RAP meeting and the Agenda should be presented. 
 

4 For FET Provision, each Co-ordinator should present their summary of IV/EA reports.  
 
For FET Provision-Second Providers, the TSO should present summary of IV/EA 
Reports. 
 

5 The panel members can seek clarification if required. 
A short discussion may ensure and this should be through the Chairperson. 
 

6 The designated person with responsibility for QA authentication should ensure that 
discussion and action points are noted in the minutes. 
 

7 RAP decision making 
The RAP participants should reach agreement on results to be approved. 
 
The RAP participants should reach agreement on actions to be taken as a result of 
IV/EA reporting/discussion. 
 

8 For FET Provision, where any significant issues arise that require further action, the 
Chairperson should adjourn the RAP meeting to a later date but prior to date for 
upload of results to QBS for that certification period. 
 

9 For FET Provision, the designated person with responsibility for QA authentication 
should advise Co-ordinators or nominated person(s) of the deadline for upload to 
QBS and deadline for appeal application. 
 
For FET Provision-Second Providers, the TSO should upload all results, both QQI and 
non QQI.  For QQI, results should be uploaded to RCCRS. 
 

10 The Chairperson should present AOB for discussion. 
 

 

Concluding the Results Approval Meeting:  

1 The designated person with responsibility for QA authentication / TSO should share 
Results Approval form to Chairperson and all RAP participants to sign the online 
Results Approval Sheet/F12. 
 

2 For FET Provision, the designated person with responsibility for QA authentication 
should notify all centres through QA site that results have been approved. 
 

3 For FET Provision-Second Providers, the TSO should scan and store all 
documentation. 



For FET Provision, the designated person with responsibility for QA authentication 
should upload all RAP documentation to QA site where all Co-ordinators should have 
access to EA reports, IV reports, Results approved, RAP minutes. 
 

 

Link to other Policies/Procedures 

1.3.10 Internal Verification 

1.3.11 External Authentication 

 
Resources  

 

Resources  • Sample Agenda  

• RAP Report template  

• Signoff of Results template   
 

https://wicklowvec.sharepoint.com/:w:/s/QualityFrameworkQT/Ee7iXg4gABRInF1fmu_OnIcBtiiv4uvz1Ee9Dc2TKWh7rA?e=ELobIb
https://wicklowvec.sharepoint.com/:w:/s/QualityFrameworkQT/EUEtNxKye6ZFgmGTpG4tk3UBCkwgBd_b-SGpK-2XjOqvJQ?e=wURi5t
https://wicklowvec.sharepoint.com/:w:/s/QualityFrameworkQT/EVQsFNpu9M9MtHTUz4h6rAkBjCMLjv6DojGfutCLg9q4dA?e=naY7of

